
Use this sample for Bilateral award

           GSO/Contracting Unit

Insert Name of Contractor

Attn: (Address to the individual who signed the offer) & include title 

Insert address 

Insert FAX #

VIA E-MAIL, FAX and REGISTERED MAIL

SUBJECT:  Request for proposals Number S- Insert # ____________. & insert  solicitation effort (e.g. gardening, local guard program, etc.) _____________

Dear (insert name from above):

We are glad to inform you that after careful consideration and in accordance with the technical and price factors established in the solicitation, your proposal was the lowest priced, technically acceptable offer.   

We kindly request you that you sign the attached SF 26 and fax it to ______________ by close of business _________. 

Sincerely,

Insert name of CO

Contracting Officer

1 Atch –SF 26 Contract S-(insert contract #s)

Use this sample for unilateral award

           GSO/Contracting Unit

Insert Name of Contractor

Attn: (Address to the individual who signed the offer) & include title 

Insert address 

Insert FAX #

VIA E-MAIL, FAX and REGISTERED MAIL

SUBJECT:  Request for proposals Number S- Insert # ____________. & insert  solicitation effort (e.g. gardening, local guard program, etc.) _____________

Dear (insert name from above):

We are glad to inform you that after careful consideration and in accordance with the technical and price factors established in the solicitation, your proposal was the lowest priced, technically acceptable offer.   Therefore, we have attached a copy of the fully executed contract.

If you have any questions, please contact _____________.  We look forward to working with you.
Sincerely,

Insert name of CO

Contracting Officer

1 Atch –Contract S-(insert contract #s)
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